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Cleveland Federal Executive Board
Cleveland Federal Community Leadership Institute

Hello everyone:

The Program Directors of the Cleveland Federal Community Leadership
Institute (CFCLI) want to extend a warm welcome to all new CFCLI
participants. We hope that you will have a rewarding and successful
program year. The entire CFCLI Development Team is here to support your
success as a member of the CFCLI class of 2017-2018. To that end, we
want to ensure that you are aware of, and have easy access to resources,
information and requirements that pertain to you as a CFCLI participant.

As you go through the CFCLI sessions, keep our mission in mind. CFCL]/
pledges to deliver current and relevant information for developing each
participant’s leadership knowledge, skills and abilities. Over the next few
months you will have many opportunities to meet and learn from a wide
range of Cleveland area government officials, CEOs, industry leaders,
managers, and academia; who present their perspectives and best
practices on leadership.

In addition, CFCLI is an excellent opportunity for you to meet with
employees from other federal agencies, share the view of leadership, and
create an opportunity for networking, collaboration, sharing of technical
information and the building of trust relationships between each agency.

We look forward to this year’s CFCLI class in what promises to be a
challenging yet stimulating and enjoyable learning environment.

CFCLI Program Co-Directors

Lisa Hicks Lamar Sykes Adam Hardwick
NASA Glenn Research Defense Finance and  Northeast Ohio VA
Center Accounting Service Healthcare System




Cleveland Federal Community Leadership Institute (CFCLI)
Overview

Background: The Cleveland Federal Executive Board (FEB) has long provided a focus
on interagency cooperation and participation in community affairs. The FEB has also
maintained an organized presence in joint efforts that further sharpen this focus
including full endorsement of the CFCLI.

FEB Vision: The Cleveland Federal Executive Board (FEB) will be the conduit through
which member agencies provide cohesive, high quality, coordinated government
services and information. These will be readily accessible, clearly understood, and
appreciated by our customers. We will maximize agency resources to promote a safe,
productive, and satisfying work environment.

FEB Mission Statement: The mission of the Cleveland FEB is to promote unity of
purpose among Federal agencies to better serve our community and our employees.

CFCLI Mission Statement: The mission of the CFCLI is to identify and develop
leaders who are committed to advancing greater cooperation among Federal agencies
and strengthening community partnerships.

In recognition of the FEBs’ role in the federal community three goals have been
established to support achievement of the CFCLI mission.

Three CFCLI Goals:

Agency Goal: To assist Federal agencies in the professional development of
government leaders by:
e Increasing knowledge to achieve goals and address challenges of Federal
agencies
e Developing networks that enhance the level of interaction between
Federal workers
¢ lIdentifying opportunities for mentoring

Community Goal: To develop and enhance community partnerships by:
e Increasing knowledge of local, government, academic, and business
organizations
e Developing networks to enhance interaction with community Ieaders
e Increasing voluntary participation in joint initiatives

Individual Goal: To enhance leadership skills by:
¢ Increasing exposure to successful government, business, and academic
leaders
o Further developing and refinement of personal leadership skills
e Developing and implementing individual leadership plans
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CLEVELAND FEDERAL COMMUNITY LEADERSHIP INSTITUTE
2017-2018 DEVELOPMENT TEAM AND CONSULTANTS
DIRECTORY

.

Michael W. Goin

System
10701 E. Blvd. ,
Cleveland, Ohio 44106

Federal Executive Board
1240 East Ninth Street, Room 355
Cleveland, Ohio 44199

. . .
Lisa Hicks NASA Glenn Research Center Telephone: (216) 433-5352
21000 Brookpark Road, MS:142-5 | Cell: (216) 287-8551
Cleveland, Ohio 44135 Email: lisa.m.hicks@nasa.gov
Lamar Sykes Defense Finance and Accounting Telephone: (216) 204-1812
Service Cell: (330) 774-1466
1240 East 9% Street Email: lamar.sykes2.civ@mail.mil
Cleveland, Ohio 44199
Adam Hardwick Northeast Ohio VA Healthcare Telephone: (216) 791—2300 X 2111

Cell:
Email: Adam.Hardwick@va.gov

Telephone: (216) 433-9460
Cell: (216) 409-6827
Email: michael.w.goin{@nasa.gov

Kelsey Zifzal

Shawnee Fox

Federal Executive Board
1240 East Ninth Street, Room 355
Cleveland, Ohio 44199

Northeast Ohio VA Healthcare
System

10701 E. Blvd.

Cleveland, Ohio 44106

Telephone: (440) 856-5647
Cell:

Email: kelsey.l.zifzal.civi@mail.mil

Telephone: (216) 791-3800 (x4500)
Cell: (216) 701-3761

Email: Shawnee.fox@va.gov
Email: foxshawnee@sbcglobal.net
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Shalonda Chisholm

-

Defense Finance and Accounting

Telephone: 216-204-7991

Service Cell: 234-244-7222
1240 East 9% Street Email:
Cleveland, Ohio 44199 shalonda.s.chisholm.civi@mail.mil
Melissa Holt Louis Stokes Cleveland VA Telephone: (216) 791-2300 ext. 6159
Medical Center Cell:
10701 East Blvd Email: melissa.holt2@va.gov
Cleveland, Ohio 44106
Greg Scruggs Defense Finance and Accounting Telephone: (216) 204-6903

Service
1240 East 9% Street
Cleveland, Ohio 44199

Cell:
Email: greg.scruggs.civi@mail.mil

Cassandra Spates

Defense Finance and Accounting
Service

1240 East 9™ Street

Cleveland, Ohio 44199

Telephone: (216) 204-2380

Cell: (216) 571-6032

Email: sandy.spates@gmail.com
cassandra.l.spates.civi@mail.mil

Meochi Roberson

Louis Stokes Cleveland VA
Medical Center

10701 East Blvd
Cleveland, Ohio 44106

o > o .
Telephone: (216) 375-7065

Telephone: (216) 791-2300 ext. 2112
Cell: 216.534.3795
Email: Meochi.Roberson@va.gov

Robert Allen

22030 Kenison Avenue Cell: (216) 375-7065

Euclid, Ohio 44123 Email: robert.allenl2@att.net
Nola Bland NASA Glenn Research Center Telephone: (216) 433-9343

21000 Brookpark Road, MS:105-2 Cell: (440) 610-0398

Cleveland, Ohio 44135 Email: nola.l.bland@nasa.gov
Thomas Claflin Northeast Ohio VA Healthcare System | Telephone: (216) 791 —2300 X 2162

10701 E. Blvd.
Cleveland, Ohio 44106

Cell: 216-701-9567
Email: Thomas.Claflin@va.gov

Barbara R. Garver

NASA Glenn Research Center
21000 Brookpark Road, MS: 15-4
Cleveland, Ohio 44135

Telephone: (216) 433-8502
Cell:
Email: Barbara R.Garver@nasa.gov

Dr. Karen L. Gilliam

NASA Glenn Research Center
21000 Brookpark Road, MS 15-4
Cleveland, Ohio 44135

Telephone: (216) 433-3315
Cell:
Email: Karen.L.Gilliam@nasa.gov

George Hankins

Northeast Ohio VA Healthcare System
10701 E. Blvd.
Cleveland, Ohio 44106

Telephone: (216) 791-3800 x 4266
Cell:
Email: George Hankins@va.gov




CLEVELAND FEDERAL COMMUNITY LEADERSHIP INSTITUTE
CLASS OF 2018 ROSTER

DEFENSE FINANCE AND ACCOUNTING SERVICE

Diann Davies

Accounting Technician

Defense Finance and Accounting Service
1240 E. 9th Street

Cleveland, OH 44199

216-204-1562 '
diann.m.davies.civ@mail.mil

Heidi Hammond

Financial Specialist

Defense Finance and Accounting Service
1240 E. 9th Street

Cleveland, OH 44199

216-204-2850
heidi.l.hammond.civ@mail.mil

Susan Kowalski

Lead Military Pay Technician

Defense Finance and Accounting Service
1240 E. 9™ Street

Cleveland, OH 44199

216-204-6803
susan.g.kowalski.civi@mail.mil

Patricia Murray

Accountant

Defense Finance and Accounting Service
1240 E. 9th Street

Cleveland, OH 44199

216-204-2667
patricia.a.murray.civi@mail.mil

Elise Dietrich

Lead Accounting Technician

Defense Finance and Accounting Service
1240 E. 9™ Street

Cleveland, OH 44199

216-204-2219 _
elise.f.dietrich.civ@mail.mil

Devin Hernan

Contract Representative

Defense Finance and Accounting Service
1240 E. 9™ Street

Cleveland, OH 44199

216-204-1585
Devin.m.hernan.civi@mail.mil

Davis MacAulay

Financial Management Analyst

Defense Finance and Accounting Service
1240 E. 9% Street

Cleveland, OH 44199

216-204-1833
Davis.i.macaulay.civ@mail.mil

Eric Vaessen

Financial Management Analyst

Defense Finance and Accounting Service
1240 E. 9th Street

Cleveland, OH 44199

216-204-3607

eric.vaessen.civi@mail.mil




Kari Vescio

Accountant

Defense Finance and Accounting Service
1240 E. 9th Street

Cleveland, OH 44199

216-204-1844
kari.e.vescio.civ@mail.mil

Tonya Young

Financial Management Analyst

Defense Finance and Accounting Service
1240 E. 9th Street

Cleveland, OH 44199

216-204-7130
tonya.r.young9.civ@mail.mil

Raji Welch-Bey

Financial Management Analyst

Defense Finance and Accounting Service
1240 E. 9th Street

Cleveland, OH 44199

216-204-3607
raji.welch-bey.civi@mail.mil

Kelsey Zifzal

Accountant

Defense Finance and Accounting Service
1240 E. 9th Street

Cleveland, OH 44199

216-204-1971
Kelsey.l.zifzal.civi@mail.mil

DEPARTMENT OF HEALTH AND HUMAN SERVICES- MEDICARE HEARINGS AND APPEALS

Dawn Kos

Paralegal

Office of Medicare Hearings and Appeals
200 Public Square STE 1300
Cleveland, OH 44114

216-615-4066
dawn.kos.@hhs.gov

NATIONAL AERONAUTICS AND SPACE ADMINISTRATION

Eliot Aretskin-Hariton

AST Controls Specialist

NASA Glenn Research Center
21000 Brookpark Rd.

Cleveland, OH 44135
216-433-2456
eliot.d.aretskin-hariton@nasa.gov

Charles Hoff

Public Affairs Specialist
NASA Glenn Research Center
21000 Brookpark Rd.
Cleveland, OH 44135
216-433-9722
charles.hoff(@nasa.gov

Flor Carrera

Budget Analyst

NASA Glenn Research Center
21000 Brookpark Rd.
Cleveland, OH 44135
216-433-3416
flor.carrera@nasa.gov

James Webb

Personnel Security Specialist
NASA Glenn Research Center
21000 Brookpark Rd.
Cleveland, OH 44135
440-567-1885
james.webb@nasa.gov




VETERANS AFFAIRS MEDICAL CENTER

Traci Ashworth
Simulation Nurse Educator
VAMC

10701 East Boulevard

- Cleveland, OH 44106
216-791-3800 ext. 3116
traci.ashworth@va.gov

Terry Duff Jr

Physical Security Specialist
VAMC

10701 East Boulevard
Cleveland, OH 44106
216-791-3223 ext. 4223
terry.duff@va.gov

Martin Kilbane

Supervisor of SCI/Rehab Therapies
VAMC

10701 East Boulevard

Cleveland, OH 44106

216- 791-3800 ext. 4148
martin.kilbane@va.gov

Timothy Meyer
Pedorthist

VAMC

10701 East Boulevard
Cleveland, OH 44106
216-791-3800 ext. 6367
Timothy.meyer(@va.gov

Neal Slaby

Human Resources Specialist
VAMC

10701 East Boulevard
Cleveland, OH 44106
216-791-2300 ext. 2142
neal.slaby@va.gov

Shawn Beham

EEO Specialist

VAMC

10701 East Boulevard
Cleveland, OH 44106
216-791-3800 ext. 6562

' Shawn.beham@va.gov

Ruth Hatchuel

Patient Care Project Manager
VAMC

10701 East Boulevard
Cleveland, OH 44106
216-791-2300 ext. 5134
ruth.hatchuel@va.gov

Shawndal Lynch
Registered Nurse
VAMC

10701 East Boulevard
Cleveland, OH 44106
216-791-3800 ext. 3895
Shawndal.lynch@va.gov

Melissa Ollendieck
Chaplain

VAMC

10701 East Boulevard
Cleveland, OH 44106
216-791-3800 ext. 2897
Melissa.ollendieck@va.gov

Heidi Vorse

Radiation Therapist
VAMC

10701 East Boulevard
Cleveland, OH 44106
216-791-3800 ext. 3361
Heidi.vorse2(@va.gov




Kimberly Young
Respiratory Supervisor
VAMC
10701 East Boulevard
Cleveland, OH 44106
216-791-3800 ext. 4787
Kimberly.young@va.gov

VETERANS HEALTH ADMINISTRATION

Patrick Carrabine
Personnel Security Specialist
Veterans Service Center
6100 Oak Tree Blvd. Suite 500
Independence, OH 44130
216-447-8010 ext. 3748
patrick.carrabine@va.gov

UNITED STATES POSTAL SERVICE

Priscilla Clark
Network Specialist
United States Postal Service
2200 Orange Avenue
Cleveland, OH 44101
216-443-4569
priscilla.a.clark@usps.gov




CLEVELAND FEDERAL COMMUNITY LEADERSHIP INSTITUTE

Administrative Requirements and Guidelines

COMMITMENT:

 Cleveland Federal Community Leadership Institute (CFCLI) is a nine-month
commitment. Participants are required to attend all classes, fully participate
in a group project and complete all class assignments on time.

PROGRAM TIMES:

e The monthly sessions are scheduled from 8:00am to 4:30pm on each of
the program session days.

e All classes meet on the third Tuesday of each month (unless otherwise

~ noted).

e Group Project Sessions will meet on the first Tuesday of scheduled
months from 2:00pm to 4:00pm (unless otherwise noted).

¢ Individuals should expect to spend an additional 8 to 12 hours per
month for group projects and assignments.

e The scheduled sessions are below:

October 17, 2017 Orientation

November 21, 2017 Opening Retreat & Myers-Briggs Assessment
December 5, 2017 Group Project Team Meeting*

December 19, 2017 Leadership and Team Development

January 16, 2018 Federal Agency Perspective & Leadership Plan
February 6, 2018 Group Project Team Meeting*

February 20, 2018 Multicultural Team Leadership

March 20, 2018 Academic Network Leadership Perspective
April 3, 2018 Group Project Team Meeting*

April 17,2018 Actualizing Personal Leadership Goals

May 15, 2018 Community Service

June 5, 2018 Group Project Review & Evaluation*

June 19, 2018 Business & Community Partnerships

June 26, 2018 Graduation




EXCUSED ABSENCE REQUIREMENT:
Absences must be submitted for approval to program director.
e Email Lisa Hicks at lisa.m.hicks@nasa.gov , and copy Meochi Roberson
at Meochi.Roberson@va.gov with any planned absences.
e More than one absence and/or tardiness may result in unsuccessful
program completion.
o A make-up assignment is required for both missed and partially
missed session activities.

Please carbon copy (cc) Adam Hardwick and Lamar Sykes at
Adam . Hardwick@va.gov ; lamar.sykes2.civi@mail.mil

Emergency Absence Notification Requirement:

In cases of emergency: report absences and delays at the earliest possible time
to Lisa Hicks, lisa.m.hicks@nasa.gov, and copy Meochi Roberson at
Meochi.Roberson@va.gov.

Please carbon copy (cc) Adam Hardwick and Lamar Sykes at
Adam Hardwick@va.gov ; lamar.sykes2.civ@mail.mil

LOCATIONS:
Locations will vary depending on the topic and program content.

EXPENSES:

e Lunch Meals will be at each participant's expense unless otherwise
announced. In some instances, participants will be asked to contribute to
a moderate catering cost of $7 to $8 when-an assembled gathering is
needed for lunch. A meal will be ordered for you and payment expected
unless you have informed Program Directors of other arrangements. Any
special dietary needs should be submitted to Adam Hardwick.

¢ Please note that a Continental Breakfast will be provided at each session.

e Parking and mileage reimbursement are subject to the policy of each
participant’'s home agency.

e Required material, articles and books are funded by the tuition.
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DRESS:

Business casual dress (no _jeans) is expected at all sessions except where
sessions are identified as casual dress. Casual dress and jeans are suggested
for sessions in December and May (afternoon Done-In-A-Day Project).

Basic Requirements for Successful Program Completion:

Attend and participate in all class sessions

Complete an Individualized Leadership Development Plan

Contribute to a completed group project

Complete class assignments — class assignments are not designed to
be difficult;, completion and submission are required on date identified

in syllabus

Complete both Individual and Group Interviews. Oral and written
presentations are expected.

11




[4)

LLLZ X 00€Z —16Z (912) ‘WolmpleH wepy ‘ZL8L-F0Z-91Z ‘SoNAS Jewe ‘L558-282-91.Z ‘SHOIH esl
:uonjeunIojul 1o suonsanb oy s1030a11g-09 weiboid [1949 30eIU0D asedid

siaquiapy 1 :SI0iel|ioe4-00

UosJaqoy 1Y208| 1i0jelljioe4-00)

slequia|y 14
‘slojoalig-0) weibold siolejioe4-00

X04 saumeys :iojeyljioe Alewlid Jaybejlen) a||vyooy .lojeyjioe Aewd ulo) Sy Jojejjioed Alewd | sdoje}jioed
MBIMIBAD Yoog [
|sued
luwnly 11040 L1022 —910¢ O
sjuswubIssy % ssauljsping sauljepINg) MaIAIBU|
wea ] josfold dnols ] (1joid-uoN) Ayunwwod [
sdil IMS 1dd O SU0I103|9S saullsping malAlslll [etspad [
sauleping uonelussald 0 dnolg) Aousby jesepe4 O soul[apInb aARessILIWLPY [
uoneynsuod dnolsy [ . MBINIBAD }9aI5) pue Jos|\ sse|D O
swesa] ueld uawdojaaaq diysispest [ sJosialadng yum Bunesiy O SOlIAROY
sjosfoid :spoday snjels O synsal sayoid [IGN O MBINIBAQ 7040 %934 O uoissas
weaj
wswdojaasq diysispean
Jswabeuepy OI1jU0D = pue syuedioiped [7040
saullopInb 810¢C-Ll0C dYimouy 01199 =
18loid pue syjuswiubissy 17949 @y} jo sjuauodwod
‘swea ] 13lold dnousy Ajjusp] = |eaBajul ayy Ajjusp] =
solweulip dnoib g34 8y} pue 171949
109l0.d dnoub uo yoeduwi sy} pue sisAjeue 3y} jo punouboeq pue Alojsiy
Joj Buiuueld jemul uibag = sbBLg s1sA| 8y} puelsiapun = a3y} yum pajuienboe sawiooeyg  w saAnoalqo
wdoo:y — wdgo:z wdog:y — wepQ:g wdo:y — wepQ:6 awn
juswdo[anaq yosloid dnouo sN204
Bupespy wea] Josloid dnouo juswissassy sbbug siafpy uopeuaLIO 17949 uoissag
LEL¥Y HO ‘@ouapuadapu L10vy HO ‘ealag 90LYvy HO ‘PuedaA9|D
'S 'PAIG 9341 e 0509 peoy puejysey G/¢ joadis ;G501 "3 0191
lll 183Ua Nied JSA abajjo9 aoe|lep uimpleg 19jUa [BIIPBN YA S)03S SInoT uonesoT
L10¢ ‘s 1aquiadeQ 2102 ‘12 J9quiaAoN 2102 ‘L1 4990320 8 9jed

LT0Z - 9102 snqe[[4s (1'70:1D) aminsu] diysiapesa] AUnwwo) [e1apa,] puePAd[)




€l

LLLZ X 00€Z —16LZ (912) “Mo1mpieH wepy ‘ZL8L-10Z-912 ‘SoiAg Jewe ‘L668-28Z-91.Z ‘SYIIH esI
:uopjewoyuy Jo suonsanb 10} si0}0al1ig-09 weiboid 7049 10.JU0D asea|d

sIequiBpy 1 Q :Sioel|Ive4-00)

slequis|y 1 g :lojeyjioe4-09

slequisly 1Q "sX9IH esiT :J0je}|ioe4-0D

X0 93UMBYS :Joje}ijIoeH Alewiid sbbniog Baig Liojeyioe Aewlid Janies) eleqleq .lojejijioeq Alewud | sldojejrjioed
diysiepea |euoneisuss) [J
diysiepesa [eoiyyg 0
wswdojanag SMaINIBJU| paadg, R [sued $9810J9X] SaljIANOY
pue ueld 1sloid dnois O diysiapea Aousby |esapad [ Buipjing isnil / Buiping wes] O uoISsag
diysiapea s|is Buinjos wis|qoud dnoub
[e21y}g Jo senjeA pue sjeob pue uolEDIUNWWOD 8oueyuy =
3} Ulim pajuienboe swicosyg = sjusuwiysijdwoooe
Ajunwwos dnoub o} diysuone|al
[ED0| Y} UIYHM JUSWSA|OAUI pue sanjeA pue sspnyje
.solpuabe |esapa puejsiepun = ‘ JO sSseuUsleME SB)ealD jey)
Aunwiwos aousliadxs Buiules| e alojdxg =
[ei1epa4 puejaAs|D sy} suoneziuebio
Jo sapusbe uiyum diysiapes) J13y} Ul 83s 0} alisap
Jswdo|ansp pue suoljelado ‘ss|0l 8SIaAIp syuedioiped jey) Joineyaq
pue Buiuueld joaloid dnois) = 93U} JO SSOUaIBME SSEBIOU| = wea) pue diysispes| |Spop = saAnoalqo
wdoo:y — wdoo:Z wdQg:y — wepp:g wdog:y — wepQp:g awil
aAnoadsiagd juswdojanaq snso4
Bunea|y wea] josloid dnoug diysiapesa Aouaby |esspay wea] pue diysiopea uolIssag
LEL¥Y HO ‘@duapuadapuy 661YY HO ‘pue|dA9|D y9Zv¥ HO ‘elnsuiuad
'S "PAIG 9311 XeO 0509 joallg 16 "3 0VClL }S ologsieans M 005
Ill 4293UdD Yled ISA Buipjing |esapaq abpo sAeq Addey Uoneso
8102 ‘9 Areniqa4 8102 ‘9l Aenuer 1102 ‘61 1equiadag '8 9jed

L102Z - 9102 snqe[[4s (11D4D) s1mnsu] diysiopes] Aunuwwo) [eldps,] pue[oAs])




v

LLLZ X 00€Z —16L (91.2) “Yo1mpieH wepy ‘ZL8L-10Z-91T ‘SoiAg tewe] ‘LGG8-28Z-912 ‘SYIIH esIT
:uonjewloul 1o suonsanb 1o} siojoalig-09 weibold [1H49 JoejuU0D asea|d

slaquis|y LQ siojeyjioe4-00 sejedg eipuesse) [0jejior4-00) pue|g e|oN :lojeyjioed-00
X0 8UMBYS -i0JeNjioe Alewlld u0sJI2qoy 1Yooa -lojeyioed Aewild wels uaiey “iq ojenpoe Aewud | sioeyjioe

syoday R suonejuasald

suoday fousby Ayunwiwon O
mainau| Aousby [esepad O (Wv00:0L — NV0¢g:8) sojoud
Juswdojans [sued diysiapea wea] joafoid dnoicy pue sse|g O SaIAOY
pue ue|d 108loid dnolo [ Sjuspisald Ajsisniuny O _ sosiolex3 Alislsng O uoissag
SOWO093N0

palisap Buiasiyoe ul AjSIsAIp
abebus 0} salige puedxy =

slapes| olwapedy jo saoloeld UoISN|OXa pue uoisnjoul
pue sjapowl diysiapes| Noge sjaljag pue ‘sanjea
yum pajuienboe swoossg = sapnyupe Buibueys Apusp|
Ayunwiwos Buinjos wago.d dnoub ul
8y} uiyym sdiysisuped uoijeladood pue uoleioqe||oo
olwapeoy-jelapa JO sjoays asoldxy =
Buip|ing Jo} saiunuoddo slapes| Wes) [njssaoons e
pue salbojelis aullexy = Jo saijijenb A|dde pue Ajjusp| =
Ajunwwod syy Buipjing wes}
ul elwapeoe jo ajoJ diysiapes) pue soiweulp wes} ‘sydasuod
yswdojansp ay} jo Buipuelsiapun wea} jo Buipueisiapun
pue Buiuue|d 108(oid dnols) = pue afpajmouy] aseasou| = pue abpajmou aseaIou| = saA9alqO
wdoo:y — wdoo:zZ wdog:y — wepQ:g wdog:y — wepp:g awil
soaAloadsiad snoo4

Buneap wea] jo9foid dnoig diysiopes JJoM}aN olwapesy . DI MaN 8yl uoisseg

Zvivy HO ‘puelans|d
"PY Julod Jepad 00822
(VSVN) ainisuj asedsolay olyo uoljeso-]

LELYY HO ‘@duspuadapul
'S "PAIG 9911 %eQ 0509
[l 483udY Yded OSA
8102 ‘¢ Iudy

| g
810z ‘0z YoueW

8102 ‘oz Arenuqad Q@ ajeq

LT0Z - 9102 snqe[[4s (1'70:1D) 23mnsu] dIysiapesT AHUnwwo) [e19pa,] pue@as[)



ST

LELZ X 0082 —16L (912) .v_wts_u._m_._ wepy ‘Z18L-#0Z-91Z ‘soNAg tewe] ‘L.568-282-91Z ‘SHOIH esi
:uonjewloul 1o suolysanb o} s1039a11q-09 weibolid 1949 19LJU0D ased|d

sisquiB|y 1@ :Siojeyjioe4-0D
SYOIH

sIaquWiBly 1Q :SI0JBl|IoB4-07)

siaquWisy 1 -ojeyjioe4-00)

esiq ‘X04 ssumeys :ojejjioed Alewld MOIMpJeH WepY -lojeljioed Alewiid soyAg Jewe uoeyjioe Aewid | siojeljioed
uolnjejuasald Aeqg-y-ul-euoqg 0O
dn deipp eloig dnoin Qg
108loid 201n10S suoday B suolejussald
Alunwwos Aeq-y -u| -auo [J Aouaby Ajunwwon [
(papaau y) suonejuasald ue|d juawdojana(] diysiapes| O

100lo1q Wwes | mainla| Aousby [ diysiepea] SalAOY
JO uonenjeA pue mainey [ |[aued jjoid UoN [J |euosiad jo uonesodxy [ uolssag

sBumes

soafojdws |elopay [euoissajold pue jeuosiad Ul

Jo abewl aAljisod B sjowold = sojweuAp Buipjing wes) A|lddy =

109l0ud 921n18S (dan) veld juswdojens(

Aunwwo? e ul sjedioied = diysispea ayj jusws|dwil
syaloid dnolo mainald = [sued JOI4-UON AHUNWIWICD = 0} saljunuoddo Ajjusp| = saAnaalqo
wdoo:y — wdoo:ZL wdog:y — wepQ:g wdog:y — wepo:g awi ]
suonenjeAy sn204
R MAIARY }Jodload dnoio 71949 991A19S AjlUunwwon diysiopea |euosiad Buizijen)oy uoissasg

LIy HO ‘@duspuadapuj , . L10v¥ HO ‘ealag
'S 'PAIG 9341 YO 0019 . peoy puejysey g.g

| 13JUd) Yled JSA . dgl abaj|0) ade|lepp UIMpleg uonesoT
810z ‘g aunp 810z ‘sl fep 810z ‘L) [udy '8 9jed

LT0Z - 9102 snqe[[4s (I'70:1D) 9Ininsu] diysIapes’] Aunwuo) [e1apa,] pue@As)




91

LLLZ X 00€Z —16Z (912) Mo1mpueH wepy ‘ZL8L-y02-912 ‘So)Ag Jewe ‘L.GG8-282-91LZ ‘SHIIH esIT
:uoljewIoul Jo suolsanb 10} s10}0a1ig-09 weibold 7049 }orIU0D asea|d

sIequisy 1 q :oeyioe4-00

wea] juswdojanaq 17940 wjousiy) epuojeys :iojeyjioeq Alewiud | slojejijioed
Auowalan pue uoayounT uoienpels) [ snjels 108fold dnolgy [ SOIIAIOY
‘aseomoyg j08fold dnole ] uoljejuasald siapeaT ssauisng sjesodio) [ uoissag
so|oJ diysiapes)| Jo} seakojdwa :
jelopa} Bulredaud ul D40 84} JO Snooj anbjun AJUNWIWOD 8y} Ul WISLISSIUN|OA
8yl Jnoge ssaualeme saouaipne ay) usiybiey = ajeyl|oe} pue ajyowoud o0} spoyjow alofdxy .
Jeak uolsses 1940 ey} inoybnoly; paosueyua sdiystauned syeaud/signd
Jo/pue paules| S[[XS JO UOBUIWIND Y} 108y = ul pahojdwa saonoeld diysiopes| Maip =
7949 9y} Jo saAoalqo pue sjeob sdiysieuped
‘uoissiw ay} Bunybiybiy 10sfoid dnoub Jussald = alealdsolgnd [eao] ypm pajuienboe swiodag = SaARD3[qO
wdpo:Z — wepQ:6 wdog:y — wepo:g awi |
Auowausan Alunwwon sN204
1@ UOaYoUNT uonenpels ‘aseamoys josloid dnoig ssaulsng ay} ul sdiysiauued @ diysiopear uoiIssag
HO ‘puejaA’|) Lvevy HO ‘ologs)aalls
9NUdAY 9pIsaye LLLL €Y 91N0Y 3e}S OlYyO ¥816
|910H @a433|qnoQ lleH Ayo oloqs)aans uonResoT
810¢ ‘6l aunp ? 9jed

810z ‘9z aunp

LT0Z - 9102 snqe[[4s (I'7D:1D) aminsu] diysIapes’] AIunwwo) [elapa,] puepAd])




L1

81/92/90 aseamorg 109fozg dnorny

81/92/90 sisdoudg 98eg-1 13lo1g dnozo
81/61/90 UONBOEAT] WEIZ0IJ [EUL]

81/50/90 spodoy uapmp 309l0rg dnozo
81/50/90 unyg-41(T s309lorg dnozny

oun(/Lepy HonEImamardmy,, — 19lo1g dnoiny
8T1/L1/+0 sy30day] 29 sUOREIUAsaId IFOIJ-UON /ATunwmor)
81/L1/%0 .ﬂaa juswdopaa( drystopea
81/02/€0 <TE[, —19forg dnoiny

81/02/¢0 syrodoy 2 suoneiuasarg dnoiny Louady [erspa,]
81/02/20 SUOnBUIUIoIN(T, — 19fo1g dnoin

(s1uedpnaed pao9ps) §1/02/20

s)30doy] 29 sUOREIUSSAI] IJOIJ-UON] /Arumuwor)

81/91/10 JOOTISSa55Y PUE UOREIGHUaP],, — 199(01g dnoio
L1/61/21 wonoaag 45Us8y 1JOIJ-UON /ATunuIuoy)
L1/12/11 uonosps dnoiny £usdy [prepayg
adrL Surpeay] joog
an(y 1uWUIISSY adAy, yuowuSissy

so1g(T pue 0T JUIWUSISSY

8T0Z-LT0T sngeflAs (1124D) @1niisu| diysiapea] Ajunwiwo) |esapad pueans|d




Cleveland Federal Community Leadership Institute
Cleveland Federal Executive Board

Group Project Guidelines

2017-2018

18




Table of Contents

Group Project Clarification and Direction................coooiii i, Page 20
Information on the Use of Surveys................ooiii i e, Page 24
1D - | = Page 27
Final Written Report ..., e Page 29
Group Presentations.............c.coooocviiii i e e Page 31
Executive Summary Guidelines .......... ..o Page 33

19




GROUP PROJECT CLARIFICATION & DIRECTIONS

Greetings CFCLI Class!

We want to personally welcome you to Group Projects! This guide will serve as reference
while you embark on one of the most exciting and challenging aspects of the CFCLI
curriculum.

To begin, you will be selected as a team member for a community project. This project
team will be established by the CFCLI leaders associated with group project learning and
development. Once your team has been established, all of you will work with a community
group, entity, school, or organization, to complete a collaborative project. Your project will
be consistent with the needs of the community group you are required to serve and the
mission of the CFCLI and the Cleveland Federal Executive Board (FEB).

The following guidance will be essential to your success. Please refer to it as often as
needed throughout your project group development. Please note: this guide is
intentionally designed to be general in nature. However, you will find that it provides a key
framework for working your project through to completion.

Group Project Teams

Each group project team is required to identify a need that can be reasonably fulfilled with
minimal resources by the group or in conjunction with other partners before the end of this
nine month course. First, teams will be selected based on a combination of personal
preference and other factors. Once project groups have been established, it is highly -
recommended that members provide contact information to one another and begin
conceptualizing some potential project ideas that could meet the needs of the community
group each team is assigned to serve. As soon as possible, teams should begin
brainstorming potential project ideas. Any project selected must be consistent with the
CFCLI and FEB mission.

There will be six (6) project teams to serve the following communities:
e Veterans '

At-Risk Youth

Senior Citizens ,

Science, Technology, Engineering & Math (STEM) Education

Housing

Employment

Project Requirements
1. Identification, Assessment & Determination

Each project is required to identify a need within their respective community group and
assess that need to determine feasibility, reasonableness, and attainability. In other
words, is this really a need? Is it doable? Can we complete it before June? Do we have
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enough resources? The assessment must validate the group’s idea with proof through
adequate and supporting research. There is no limit or restrictions on what is used to
prove out an idea, however, the Group Projects Lead is the final acceptor of the
assessment. No plan can be derived until the assessment has been accepted.

The assessment can be a time consuming process. Some ideas will be validated fairly
easily while others will not. This can cause groups to end up assessing multiple ideas and
often having to start brainstorming all over again. This is normal.

The assessment is beneficial to project groups in several ways. It
1. provides details that support the project’s goals,
2. assists in scoping an idea prior to implementation,
3. saves time that may have been used on an idea that resulted in no benefit to the
community for which the project is meant to serve, and
4. gives way to potentially new ideas.

Once a need has been adequately accessed, a determination of how to fulfill that need is
made by the team. The Project Group must now determine what they will do to serve their
given community.

The groups will meet regularly with the Group Project Leads of CFCLI and discuss the
results of assessments, strategies for moving forward, and other issues. Project groups
will also meet outside of scheduled course time and may be required to report progress to
the entire CFCLI class. CFCLI has a stake in the efforts and effects of all the group
projects and therefore, will be monitoring activities and progress to ensure that we all
remain within the mission and confines of CFCLI and the federal government.

2. Project Plan

Success is predicated on the ability to devise an effective project plan. Once an
assessment has been completed, a determination has been made by the project group
and approved, each project group will develop a plan for implementation. An effective plan
includes a schedule, a list of tasks and the personnel assigned for each task. The team
must develop an initial outline of the plan to be submitted for approval prior fo
implementation. All plans must provide for methods of evaluating the project’s
effectiveness and sustainability.

Project effectiveness is proven by setting goals and meeting or exceeding those goals.
Most often effectiveness is measured by quantitative data, but for purposes of this course
qualitative data is also acceptable. While all projects may not be able to continue on past
the group’s graduation, the project will also include a plan for sustainability.

A plan for sustainability will include the “who” will continue the project, “what” did your
project do to ensure adequate transition of the project, “when” meaning how often and
general time frame when the project will be repeated and if applicable, “where” the project
will take place in the future.
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These two components of the project are in addition to the implementation and appropriate
considerations must be taken during implementation to account for them.

Finally, the plan should include the team’s Goal(s), a list of objectives to meet those goals
(see example below) and should be realistic and attainable for the team. Plans are living
documents and are editable. They are used to keep all members of the project group and
the CFCLI Development team on the same page. It is also a communication tool when
used effectively.

Excerbt from a project plan (EXAMPLE)

Goal: To improve access to Cuyahoga Valley National Park for senior citizens.

Objectives:

Identify current user rates of the park for the past five years.
Identify public transportation routes already in existence.
Identify current hours of operation.

Identify area senior citizens centers.

Etc.

O~

For each Objective, tasks should be identified that will support each objective. Those
tasks should be scheduled and assigned.

3. Implementation

Implementation must be complete in order for the team to attain full credit for the course.
In real life, we all know that plans can change. What is important in this course to learn is
how that change is managed to ensure project success. [t is wise to use your plan as a
baseline and update it as often as is necessary throughout implementation. It is a tool to
gage your team’s progress and identify where adjustments must be made. Every team
member is expected to participate and contribute to every stage of the team’s progress on
this project. ‘

4, Evaluation

The final phase of the project is Evaluation. This phase is essentially your final report and
explains the impact, effect and success of your project. Evaluation has two main
purposes:
1. Provides the results of the efforts culminated by the team members and
2. ldentifies areas of improvement, other recipients, future possibilities and overall
impact to the local community.
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Final Presentation

A final presentation of your project will be delivered on graduation day. Each group project
team is required to give a final presentation that captures all of the data mentioned above,
as well as your project team dynamics, including such phases as Forming, Storming,
Norming and Performing.

For your convenience, the 5 phases of the projects and schedule guidelines are listed
below:

Identification and Assessment — Due in January
Determination - Due in February

Plan —Due in March

Implementation — Completed in May

Evaluation — Completed by the first week in June

ORON =

The schedule guidelines provided above are for the group projects to use to gage the
timeliness of their project’s progress. It is only a guide, however, if followed closely, this
guide will ensure your success! Some projects will fall behind this schedule and some will
be ahead. This schedule is meant to provide a benchmark to the teams for planning
purposes. If ateam is behind this schedule, it may be necessary to adjust their plan so
that they avoid the schedule slipping past June 1st. It is essential that your project be
completed about 2 weeks to 1 month prior to graduation so that you are able to determine
your effectiveness and success as well as prepare your final presentation.

We hope this guide will provide clarification for you to navigate through your group project
experience.

It is important to always bear in mind that leaders are faced with a variety of challenges on
a regular basis. Indeed, this will be the case for your group project team. As such, it will be
prudent to keep track of the types of challenges you encounter and how you resolved
them. In addition, it will be important to note the internal processes used to approach and
resolve issues, as you will report these during your sessions and in your final presentation.
We will invite your supervisors and your agency head to your group project team’s final
presentation. Historically, they have been very supportive and we anticipate they will be
interested in your group project team’s findings and will want to hear your presentation.

We hope you will enjoy your experience with the Group Project exercise. Please let us
know if you have any questions.
Thank you,

Shawnee Fox, Group Projects Lead
And the CFCLI Development Team




INFORMATION ON THE USE OF SURVEYS

Please note that the following information is on the use of surveys. We are including
this information because surveys can provide insight into the group(s) perspectives and
interests. However, there are several points to consider when using survey research to
assess your project’s ideas and performance. '

A survey should contain an Opening Statement such as, “This is a survey that is going to
be used to develop new ways to help veterans.” The opening statement should be simple
and concise. The questions provided in a survey must be measurable. In other words, a
question like, “How did you like the program?” is very general and the answers can come
back very vague. Additionally, stay away from questions that allow the survey takers to
provide answers that are subjective and immeasurable, such as, “it was good, it was fine, it
was ok”. Stick to questions that give you usable data, such as, “What did you like about
the program? Would you use the program again or recommend it to a friend? Did you
benefit from the program?” etc.

Important things to know about the use of surveys in your research:

e Research shows that survey takers, who are volunteering their time, do not want to
be overwhelmed or tied up too long in the process of completing a survey. Keep it
simple and short.

¢ Volunteers do not have a lot of incentive to take surveys. The response rate goes
up if there is incentive. As an example the statement, “...to help veterans...” can be
incentive for some people. There are numerous other statements and methods that
could be perceived as incentives.

e Itis more likely that survey takers who can sit down with someone involved with the
survey process to complete the survey, will respond more completely.

o Question Format considerations:

1. Itis important to focus the questions specifically on one area when possible.
2. Pre-coded questions get higher response rates, for instance:
Please identify your gender (circle one) Male Female
Please check the boxes for all medical diagnoses you have had:
Diabetes
Stroke

Heart Disease
Cancer
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As opposed to asking:

Please list all of your medical diagnoseé:

e Wherever possible, if you can provide boxes to check off or circle, research shows
your response rate will be higher and participants will be more likely to answer that
question. These types of survey conventions make it easier for the person to fill out
the survey.

Open Ended Questions:

Minimize open-ended questions where possible or word them so they are more specific.
Avoid asking about multiple topics in one question.

For instance, one survey asked, “What types of concern(s) and/or problem(s) have you or
your family had since your deployment?” Then it wanted the respondent to provide written
answers on different areas they indicated in the parentheses (financial, medical,
educational, family, and other) and for each one they instructed “Please

explain

One research study found 90-95% of short answer questions are left blank.

Please avoid overwhelming the reader with short answer solicitations, if a survey has
direct, focused questions, research shows your response rate will be higher. The right
amount of short answer questions can break up the monotony of a survey for the reader.

Example:
What has been the most helpful organization to you as a veteran'7

Example:
What is the most important service you need as a veteran?

Ranking

Survey questions that ask to rank items in order should be avoided where possible.
Research shows people are less responsive to rankings. In addition, the data is difficult to
use adequately.

However, sometimes ranking can be appropriate. An example of ranking would be:

¢ Please list all schools you have attended with the most recent first:
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e Please list the three most helpful agencies for veterans with the best one first,
then the second best, and so on. (If you can only identify one or two, that is
okay, please still list.)

Likert Scale:
Strongly Disagree1 2 3 4 5§ 6 7 8 9 Strongly Agree

This is a classic Likert scale with “Strongly Disagree” on the far left, and “Strongly Agree”
on the far right, with the 9 numbers in between. This has been proven to be the most
reliable and most tested method for ranking survey answers.

For example:

Please circle the number you feel most reflects your view on the following statements:

e Services for veterans who have discharged from the military are easy to access.

Strongly Disagree1 2 3 4 5 6 7 8 9 Strongly Agree

e Active duty military need more services specifically for them.
Strongly Disagree1 2 3 4 5 6 7 8 9 Strongly Agree

Demographics
Know the audience for which the survey is being administered and keep the survey
questions relevant to the group. Keep in mind the education levels, cultural barriers, and
other potential communication obstacles when designing a survey.
Format
If you don’t know your population well, use font size 12
8.5 x 11 is the best size to use for surveys
Avoid wide margins, where possible
Use accepted standards for directions - make them easy to read -
For instance, you would avoid instructing them to underline YES or NO but rather you

would instruct to “circle a YES or NO for your answer.” As circling is the most common
method used.
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Conclusion

Thoughtfulness and the willingness to incorporate strategic questions into a survey may
yield some informative and useful findings.

DATA

There were two types of data mentioned in the section, above, on assessment. These
types were:

1. Quantitative data
2. Qualitative data

Data, for the purposes of this course is used in the most basic sense and will not
necessarily refer to the scientific merits of each type of data or its rigorous use in scientific
method. Rather, we encourage you to consider qualitative and quantitative data and use it
to assess your group project goals and success. Data gathering and interpretation will, in
large, drive your group project direction and success. Data strengthens the rationale for
your project idea and may ultimately be what gets you the approval to do your project.

1. Quantitative data

Quantitative data is just like it sounds — data that quantifies something. This may be
any type of quantitative data from population figures, statistics, percentages, tables
that reflect figures from your surveys, etc. You may find this data on government
websites or other areas. For instance, we can even make statements about
guantitative data — here an example about female veterans who have felonies:

“According to Census 2000, the State of Ohio is the seventh most populated state in
the nation and has the 5% largest military veteran population in the United States.” |
have just made a broad statement and | may narrow it down to direct the attention
to female veterans who are felons. To continue this example, “...data suggests that
female veterans with felonies constitute one of the most underserved populations in
our region.”

2. Qualitative data

Sometimes quantitative data is unavailable or is inaccessible to us or we may be
interested in qualitative aspects of an experience, viewpoint, or prospective. Simply
stated, qualitative data reflects the quality of something. It is often more abstract in
nature and is subjective but this type of data can be just as compelling. Some
examples of ways to obtain qualitative data would be from your surveys or holding
a focus group to extract data which may reflect the concerns or priorities of a group.
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As an example, “The focus group of senior citizens at Hope Senior Home
overwhelmingly stated that recreation is their main priority but that access to
recreation facilities was limited so they were frustrated.”

Mr. Jones, the fifth grade teacher said, “The children have hardly anyone to read to
them and if they could just gain more exposure to books they would benefit...”

Another example: Five employees of the agency were interviewed and they all
stated as one of their top three priorities was to establish a mentoring program.

Remember, there are endless examples and ways that data can be utilized. The guidance
for your use of data overall is that it should support what the group is planning to do. Data
will also be used to explain goals and provide insight into your outcomes. If you held an
event, the data might show the impact of the event or people’s feelings about the event or
their perceptions surrounding it. There could be data about what the staff who worked at
the facility thought or felt about your event. You could obtain data from participants who
attended your event and they could rate it or tell how they thought it went, etc. Sometimes,
even the absence of data can support what you are doing so keep that in mind as well. In
your final presentation, please avoid overwhelming the audience with data but use it to

- emphasize the purpose, impact and efficacy of your group project. As you move fonNard
the Development Team will be available to assist you.
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FINAL WRITTEN REPORT

Please consider the following as you develop your final written report for graduation
day. Also, please remember that this is not a comprehensive list of things to consider but
rather a tool to assist you as you prepare this comprehensive report. Your team’s group
project final written report will consist of a balance of these two areas:

1. The actual group project.
2. The internal processes of the group project team.

Instructions

Use 8.5” x 11” paper and format your report using appropriate headings, outlined
below. Type using Arial, 12 point font, and use double spacing between sections. You
may single space within sections. Your final report should be 3-5 pages in length.

Your final written report must be completed and submitted electronically to the
Group Project Leads and CFCLI Co-Directors by June 5%. You will distribute a 1-page
Executive Summary of your report on Graduation Day. The Executive Summary is a
condensed version of your final written report, usually 1 page. The guidelines for the
Executive Summary are at the end of this booklet. Your final written report will include the
five areas of the model and relevant information from your internal group processes. Also,
include any Power Point slides, photos or other media used in your group projects. If you
have produced a short video or anything else that is creative — include a brief description
and narrative about it.

Essentially, the final written report of your project should be clear, concise and
descriptive. Readers should easily comprehend the circumstances that shaped your
project, the effort and accomplishments as well as the internal development of the team.
This report will be the written record of what your project team accomplished and will
become a future record for other CFCLI participants to reference.

Remember, fundamentally the purpose of the group project relates to the three main goals
of Agency, Community, and Individual Benefit.
Agency — to increase public-awareness of the federal presence as well as that of
the specific agency.

Community — to benefit the community in a measurable way.

Individual — to enhance personal leadership skills and to provide an opportunity for
team building. :
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In addition, this final written report and your presentation will highlight these following
areas:

Assessment
How did you make your assessment? What data did you use? Who did you talk to?
How did you know this was an area that should be addressed? Did you do any
comparisons using larger databases? How does your group’s interest, population
group, and problem present within the context of this area, the state or the nation?

Determination
What was the determination that was made by your team? “Our team was able to
determine...”

Plan
What was your plan? Objectives, steps, etc.

Implementation
How did you implement your plan? Did everything go according to plan?

The plan is the simple statement of what you planned to do — the “Implementation”
is the action process where you actually did something, your timelines, etc. Often,
and to generalize, you can talk about these two aspects in one breath. '

Evaluation
What evaluative processes did you set up? How did your evaluation go? Were you
formal with your evaluation process or informal?

Additional Thoughts: :
o Were there any unique challenges that should be shared?
e Were there any unexpected outcomes?
e Wil persons read their section or will they speak extemporaneously?
e Did your team go through the entire forming, storming, norming, and performing
process? What part of being in the team had the most value? What was the most
challenging, etc?
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'GROUP PRESENTATIONS

The following are considerations for your final group project presentation. Please bear in
mind that the audience is going to be larger than our regular CFCLI group. As stated
previously, the Cleveland Federal Executive Board FEB Chairperson, agency directors,
supervisors, etc. are often present in the audience. As such, we recommend that you fully
consider all aspects of a presentation and practice in advance. Presentations will be 15
minutes for each group; with 5 minute Q&A (total presentation time is 20 minutes)

Introduction

Imagine your group project team has just taken the stage. How are you going to
introduce everyone? What are your introductory remarks going to be and who will make
them? Will each person introduce themselves or will there be a narrator? Where will
people be standing or sitting when this occurs?

It is best to think about all of this beforehand, as ideally each person should appear
comfortable and appropriately situated while on stage.

Proximity

Where will your team sit or stand? What will be their proximity to each other during
the presentation? Will persons be getting up and walking around and talking/presenting?
Does everyone have equal speaking parts? Ideally, everyone should have equal speaking
parts. Will you use chairs for your presentation team or tables, etc?

Remember, the more a group project team thinks about these finer points of
presentation the more professional they wili appear in front of everyone. They will come
across as more organized, confident, and well informed. Typically, our group project team
presentations are of a high caliber so we look forward to your teams continuing in that
tradition. Plus, we have seen some wonderfully creative and innovative presentations.

On the opposite end of the spectrum are poorly prepared teams. Have you ever seen a
group stand in front of an audience and they don’t know where to stand and they just read
from a paper? There’s a big difference when a group is highly organized the areas we are
reviewing. When a group speaks with confidence and makes good eye contact with the
audience it contributes to the overall feel of the presentation.

Visual Aids

How will you use visual aids? What electronics will you need (microphones, Power
Point, etc.)? What you will need and have you submitted the request/delineation to the
Development Team?

Remember, it is best to temper your use of visual aids — don’t over do them! Try to attain
an appropriate balance of other media forms — they should complement presenters. Also, if
you have an electronic malfunction be ready to immediately shift to Plan B. We have
insufficient time to wait for equipment repair or resolution so you will also be expected to
proceed with a Plan B.
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Repetition
Are there any areas that are repetitive?

Avoid repeating things unless it is necessary. Undue repetition can use up valuable
presentation time and become boring to the audience.

Conclusion
What concluding remarks will be made and who will make them?

It is important to conceptualize how your audience will perceive you. As such, it is
essential to think about your total presentation, not just your part. Cohesiveness and
balance are key contributors to making a presentation successful. Similarly, the speaking
style of the individual presenters is what engages the audience. Therefore, each person
should think about how they are going to “speak” to the audience. In addition, how will
speakers transition to other speakers? Will one group member serve as the emcee also or
what will the plan be?

Note: If you are uncomfortable with extemporaneous speaking, please know that
some persons will memorize their section so that when they are in front of the audience
they know what they are talking about. Not everyone is an extemporaneous speaker so
ultimately; you must develop what works best for you as you know your own speaking
style. If you don’t know your own speaking style practice speaking in front of someone and
they can give you feedback. You will have some opportunities to present to your peers
throughout the curriculum so please make good use of those opportunities to assert
yourself and further develop your speaking presence. Speaking in front of groups is an
activity that leaders engage in. However, it can take practice so we recommend seizing
your opportunities and making the most of them.
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Executive Summary
(Guidelines for formatting a one page Executive Summary of the Group Project)

Make 75 copies of your Executive Summary to hand out to attendees on graduation day.

On 8.5” x 11” paper, format your summary using main headings A, B, & C. Type using
Arial, 12 point font, and use double spacing for section C narrative. You may single
space sections A & B but also double space between all headings.

A. Project Name (center at fop of page)
[Double Space x2 between headings]

B. Group Project Team Members and Employing Agency (align leff)
1. John Smith, DFAS
2. Mary Jones, USPS
3
4,
5.
[Double Space x2 between headings]

C. Summary
In two (2) paragraphs provide a summary explaining your group project. You should
focus on the main aspects of the group project: (align leff, double spacing narrative part)

Consider the following:

Purpose of our group project.

Target group or population.

Brief rationale.

Location, date, main outcome

Lessons learned about leadership (biggest challenge for our team, most valuable
lesson, etc.)

This is a one page executive summary so please make sure to restrict yourself to one
page only. This summary makes it easy for the reader to obtain an overview of the project
and see what the main points were from a succinct and well written, professional
summary.

Remember:

75 copies of your Executive Summary to hand out to attendees on graduation day.
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CFCLI
Community (Non-Profit) Agency Interviews Guidelines

COMMUNITY (NON-PROFIT) INTERVIEW:

e The Community Agency Interview is an individual assignment.
e You will select a community agency in an area of interest to you and set up an
interview with the President or Executive Director.

A community agency is a non-profit organization (501(c)3 operating in the Greater
Cleveland Metropolitan area. Please do not select an agency with which you are
already affiliated.

A written summary of the interview is due on the date of your presentation.
e Please bring three (3) copies.
- o This written summary is the basis for a 10-minute presentation.
¢ Visual aids will not be permitted for this presentation (including
PowerPoint).

Provide the name of the community (non-profit) agency you would like to interview
to Adam Hardwick, Adam.Hardwick@va.gov and copy Meochi Roberson,
Meochi.Roberson@va.gov , for approval, before the December 19 class.
Selections will be determined on a first-come-first-serve basis.
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INFORMATIONAL INTERVIEWS

The length of the informational interview should be 30 minutes to one hour. Ensure that
1) the informational purpose of you interview is clear and 2) interviews begin timely and
do not exceed the agreed upon duration.

Interview Questions

Your interview protocol should consist of a few core questions designed to solicit the
information sought, with appropriate follow up questions for exploring interesting angles.
A few well thought-out questions will also make it easier to keep the interview within the
designated time limits. You may choose to share your questions ahead of time to help
facilitate the interview and make the most of the time that you have. Feel free to ask for
and to follow up on other individuals or information sources that could further inform or
assist you in achieving your objectives.

The following guidelines might prove helpful in developing your protocols:
1. A brief overview of the organization, its mission, vision, size, location, strategic

priorities, short-term challenges, long term challenges.

2. A brief bio of the President or Executive Director Agency head. How did he or
she become the head of the Community agency?

3. Identify and describe the Agency’s relationship with the greater Cleveland area
community, any outreach initiatives, and any roles the agency plays in community
programs/activities. Why are community relationships important and how do they
help the Agency? What does it take to build successful community relationships?

4. What does it take for the Agency head to successfully meet the challenges at their
agency?

5. Any advice, encouragement or other thoughts for the CFCLI participants as they
pursue leadership roles in their own agencies and in the community.

6. Name one thing to be used on you Leadership Development Plan (LDP)
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WRITTEN REPORTS

The written report should be typewritten and 3-5 pages (double spaced; 12 pt. font) in
length. Please make 3 copies to handout to Program Directors prior to your
presentation.

The following format is recommended:

Include the ﬁame(s), date, time and location of the interview.
Title — Leadership interview by: (yQur information)
L. Brief Overview of the Agency

II. Agency Objective
- Include the Mission Statement and/or Vision Statement

II.  Brief Biography of the Agency head — how he or she became the leader

V.  Agency Accomplishments
- Include any Community Initiatives, Outreach, Partnering

VI.  Agency Head’s Leadership Style and Philosophy
- How they approach challenges at their Agency

VII. Agency Head’s acquired wisdom to CFCLI
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CFCLI
Federal Agency Interviews Guidelines

FEDERAL INTERVIEW:

e The Federal Agency Interview is a team project.

e Members of the team select a Federal Agency head to interview.

e Selection should be from a Federal Agency not represented on the Federal
Agency Panel or in the class.

A written summary of the interview is due at the March 20™ class

Please bring three (3) copies.

This written summary is the basis for a 15-minute team presentation.

Team presentations are scheduled for the March 20" class session.

This oral presentation should include visual aids and involve all members of
~ your team.

Please let Cassandra Spates, cassandra.l.spates.civ@mail.mil know of any special
equipment you will need to conduct your presentation no later than March 6.

37




INFORMATIONAL INTERVIEWS

The length of the informational interview should be 30 minutes to one hour. Please
ensure that:

¢ the informational purpose of you interview is clear

e interviews begin timely and do not exceed the agreed upon duration

e that all individuals participate '

Interview Questions

Your interview protocol should consist of a few core questions designed to solicit the
information sought, with appropriate follow up questions for exploring interesting angles.
A few well thought-out questions will also make it easier to keep the interview within the
designated time limits. You may choose to share your questions ahead of time to help
facilitate the interview and make the most of the time that you have. Feel free to ask for
and to follow up on other individuals or information sources that could further inform or
assist you in achieving your objectives.

The following guidelines might prove helpful in developing your protocols:
1. A brief overview of the organization, its mission, vision, size, location, strategic

priorities, short-term challenges, long term challenges.

2. A brief bio of the Agency head. How did he or she become the head of a Federal
agency?

3. Identify and describe the Agency’s relationship with the greater Cleveland area
community, any outreach initiatives, and any roles the agency plays in community
programs/activities. Why are community relationships important and how do they
help the Agency? What does it take to build successful community relationships?

4. What does it take for the Agency head to successfully meet the challenges at their
agency?

5. Any advice, encouragement or other thoughts for the CFCLI participants as they
pursue leadership roles in their own agencies and in the community.

6. Name one thing to be used on you Leadership Development Plan (LDP)
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WRITTEN REPORTS

The written report should be typewritten and 3-5 pages (double spaced; 12 pt. font) in
length. Please make 3 copies to handout to Program Directors prior to your
presentation.

The following format is recommended:

Include the name(s), date, time and location of the interview.
Title — Leadership interview by: (Team information)
L. Brief Overview of the Agency

IL Agency Objective
- Include the Mission Statement and/or Vision Statement

III.  Brief Biography of the Agency head — how he or she became the leader

V. Agency Accomplishments
- Include any Community Initiatives, Outreach, Partnering

VI.  Agency Head’s Leadership Style and Philosophy
- How they approach challenges at their Agency

VII. Agency Head’s acquired wisdom to CFCLI
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CFCLI Leadership Self-Assessment

This sutvey is designed to provide you with feedback about your level of prefetence ot comfort with

leadership characteristics and skills.

If you have NOT performed a task before, estimate how difficult the task would be for you to learn to

petform.

Circle the number on the scale that you believe comes closest to your skill or task level. Be honest

about your choices as there are no tight or wrong answers - it is only for your own self-assessment.

Very | Moderately | Adequate | Moderately | Very
Strong |  Strong Weak Weak
1. | I enjoy communicating with others. 5 4 3 2 1
2. | I am honest and fair. 5 4 3 2 1
3. | I make decisions with input from others. 5 4 3 2 1
14. | My actions are consistent. 5 4 3 2 1
5. || I give others the information they need to 5 4 3 2 1
do their jobs.
6. | I keep focused through follow-up. 5 4 3 2 1
7. | I listen to feedback and ask questions. 5 4 3 2 1
8. | I show loyalty to the company and to the 5 4 3 2 1
team members.
9. | I create an atmosphere of growth. 5 4 3 2 1
10. | I have wide visibility. 5 4 3 2 1
11. | I give praise and recognition. 5 4 3 2 1
12. | I criticize constructively and address 5 4 3 2 1
problems.
13. | I develop plans. 5 4 3 2 1
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14.

I have a vision on where we are going and

set long term goals.

15.

I set objectives and follow them through

to completion.

16.

I display tolerance and flexibility.

17.

I can be assertive when needed.

118.

' T am a Champion of change.

19.

I treat others with respect and dignity.

20.

I make myself available and accessible.

21.

I want to take charge.

22,

I accept ownership for team decisions.

23.

I set guidelines for how others are to treat

one another.

24.

I manage by "walking around" (the front
line is the bottom line).

25.

I am close to the business and have a

broad view of where we are going.

26.

I coach team members.

27.

I determine manpower requirements for
my department and write job descriptions

for them.

28.

I interview and select the most qualified

candidate for an open job position.

29.

I provide new employees with on-the-job

training.

30.

I determine resources, material, and

supply requirements for my department.

31.

I developed a budget for my department.
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32.

I can respond to an employee who is
upset with me or someone else in the

organization.

33.

I have counseled employees who have
personal problems (family, health,
financial).

34.

I react to situations in which the quality of

an employee's work goes into a decline.

35.

I deal with employees who have
performance issues, such as suspected of

substance abuse ot chronically late.

1 36.

I reward employees for good

performances.

37.

I conduct formal employee performance

appraisals.

38.

I can make a presentation to a group of

peers and/ot seniots.

39.

I write repotts to be distributed to a group

of peets and/ ot seniofs.

40.

I have a deep-rooted undetstanding of the

functions of my organization.

41.

I am curious.

42.

I know how to sell.

43.

I am a good learner.

44.

I know how to influence people and get

suppott.

45.

I admit my mistakes and take

responsibility for my actions.
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46. | I like to talk to people and I am a great 5

listener.
47. | I am a good delegator. , 5
48. I T can separate the important issues from 5

inconsequential ones.

49. | T have integrity and can be trusted. 5

50. | I am political only when needed. 5

Additional skills you have identified and are working on...

5

5
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CFCLI
Reflection
Guide

| This Guide Belongs to:

This guide is meant to help you reflect on what you are learning in the program and how
you will be able to apply these learnings on the job. As with anything you do in this

program, you will get out of it only as much as you put into it, so please be diligent in
recording your thoughts.
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Cleveland Federal Communitg Lcaclcrship Institute (CFCLI) 2017-2018 Reflection Guide

Session 1: November

Major Topics Covered:
MBTI
Conflict Management
Group Project Teams
Book Reading Assignment

Session 2: December
Major Topics Covered:
Leadership and Team Development
Leadership Assessment Tools
Team Diversity
Communication
Group Problem Solving Skills

Session 3: January
Major Topics Covered:
 Federal Agency Perspective
Community Involvement
Challenges facing leaders in the Federal Government

Session 4: February

Major Topics Covered:
Diversity Leadership
Generational Differences
Team Personality
Successful Team Leadership
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Clcvclanc‘ Federal Communitg Lcadcrship |nstitute (CFCL) 201 7~2018 Kc”cction Guide

Session 5: March

Major Topics Covered:
Academia and the Community
Leadership challenges in Academia
Federal Agency Interview Presentations

Session 6: April

Major Topics:
Leadership Development Plans
Community Agency Presentations

Session 7: May

Major Topics Covered:
Community Awareness
Power, Trust, and Leadership in group interactions
Cooperation and Collaboration

Session 8: June
Major Topics Covered
Business and Community Partnerships
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Clcvclanc‘ Federal Communitg Lcadcrship Institute (CFCL)) 201 7-2018 Reflection GGuide

What were some of the “ah ha”s | had about myself during this session?
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Clcvclancl Federal Communitg Lcac‘crship Jnstitute (CFCL) 201 7-2018 Reflection Guide

What were some of the “ah ha”s | had about how | work in a team during
this session?
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Clcvclancl Federal Communitg LcaclcrshiP |nstitute (C]:CLD 2017-2018 Reflection Guide

How will | apply what | learned when | go back to work tomorrow?
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Cleveland Federal Community Lcaclcrship Jnstitute (CFCL)) 201 7-2018 Reflection Guide

What obstacles might | face in applying what | learned? How will |
overcome these obstacles?
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Cleveland Federal Community Lcadcrship |nstitute (CFCL)) 2017-2018 Reflection GGuide

What and/or who will be able to help me apply what | learned?
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(Cleveland Federal Communitg Lcaclcrship Jnstitute (CFCL) 201 7-2018 Reflection GGuide

What strengths did | identify in this session?
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(Cleveland Federal Communitg Lcaclcrsl'rip |nstitute (CFCL) 201 7-2018 Reflection Guide

What areas for development did | identify during the session? What can
| do to develop in these areas?
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Cleveland Federal Communitg Lcac]crsl'wip Jnstitute (CFCLI) 201 7-2018 Reflection Guide

What do | need to do to prepare for the next session?
(not just the homework, but what do | need to do to prepare myself for
what is to come)?
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CONTACT INFORMATION

EXCUSED ABSENCE REQUIREMENT:

Absences must be submitted for approval to program director.

Email Lisa Hicks at lisa.m.hicks@nasa.gov , and copy Meochi Roberson at
Meochi.Roberson@va.gov with any planned absences. ’

Please carbon copy (cc) Adam Hardwick and Lamar Sykes at Adam.Hardwick@va.gov ;
lamar.sykes2.civ@mail.mil

EMERGENCY ABSENCE NOTIFICATION REQUIREMENT:

In cases of emergency: report absences and delays at the earliest possible time to Lisa
Hicks, lisa.m.hicks@nasa.gov, and copy Meochi Roberson at
Meochi.Roberson@va.gov.

Please carbon copy (cc) Adam Hardwick and Lamar Sykes at Adam.Hardwick@va.gov ;
lamar.sykes2.civ@mail.mil

ALL Group Project Team Meetings:
e December5, 2017
e February 6, 2018
e April 3,2018
e June5, 2018

Contact: Shawnee Fox

. Telephone: (216) 791-3800 (x4500)
Cell: (216) 701-3761

Email: Shawnee.fox@va.gov
Email: foxshawnee@sbceglobal.net

Session 1: November 21, 2017

Contact: Meochi Roberson
Telephone: (216) 791-2300 ext. 2112
Cell: 216.534.3795

Email: Meochi.Roberson@va.gov

Session 2: December 19, 2017

Contact: Lisa Hicks
Telephone: (216) 433-5352
Cell: (216) 287-8551

Email: lisa.m.hicks(@nasa.gov
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CONTACT INFORMATION

Session 3: January 16, 2018

Contact: Greg Scruggs
Telephone: (216) 204-6903
Email: greg.scruggs.civi@mail.mil

Session 4: February 20, 2018

Contact: Lisa Hicks
Telephone: (216) 433-5352
Cell: (216) 287-8551

Email: lisa.m.hicks(@nasa.gov

Session 5: March 20, 2018

Contact: Meochi Roberson
Telephone: (216) 791-2300 ext. 2112
Cell: 216.534.3795

Email: Meochi.Roberson@yva.gov

Session 6: April 17, 2018

Contact: Lamar Sykes
Telephone: (216) 204-1812

Cell: (330) 774-1466

Email: lamar.sykes2.civ@mail.mil

Session 7: May 15, 2018

Contact: Adam Hardwick
Telephone: (216) 791-2300 X 2111
Email: Adam.Hardwick@va.gov

Session 8: June 19, 2018

Contact: Shalonda Chisholm

Telephone: 216-204-7991
Cell: 234-244-7222
Email: shalonda.s.chisholm.civi@mail.mil
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Address: Park Center |
6100 Oak Tree Blvd. S
Independence, OH 44131

-
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Address: Park Center Il
6150 Oak Tree Blvd. S
Independence, OH 44131
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Address: Park Center Il :
6050 Oak Tree BIvd. S
Independence, OH 44131
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